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7 . INTRODUCTION

4

This is the first of four modules on developing a comprehensive
progr?m of job b]acement servig;s in q/schoo1 setting. The RUIrpose -

.+ of these modules is to help the placement coordinator plan, implement,

p and é9a1uate a program of job placement services Lo meet student needs. ™ }
T The content areas of the four modules are (1) pre-employment, ° o/
(2) £Ob devglopmgnt, €3) referral and p]ageméﬁt, and (4) fo]]ow-hp l
_and follow-through. They concentrate on the development of skills
aﬁd knowledges required by Jjob placement coordinators,

; The title of this module is Planning Pre-employment Prégramé‘.
Complete the introductory activity on the next pagé and, thn the
" workshop convehes, the group will have an opportunjty to share experiences. .
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R INTKODUCTORY ACTIVITY
- :

Th1s modu]e will focus, on the problems and needs of youth as they
seek employment. Most of us have a varied work history and it may help . -,
set the scene 1f we th1nk back over the jobs we have held and how we T
obtained those jobs.. Make a list of the f1rst three full- t1me salarled
Jjobs you obtained. Summer emp]oyment can be used. Us1ng the Job List
Chart, 11st the job t1t1e and, in the next column, note how you obta1ned
that job. “ . : x ' Y ' N

When you have f1n1shed this part of the activity, complete the next:
part by 11st1ng up to three JObS that you were 50 d1ssat1sf1ed with that -
you quit. Then, br1ef1y ‘note in. the next column uhy you were dissatisfied. -
Try to put-down thé,major reason as you best reCall, not all-the details. If
you've never had th1s experience, you might list up to three JObS that »
you would have Tiked to quit, but d1dn t. S 4

L4
After you have completed your lists, the_coordinator w111 help the &

-group cﬁtegor1ze the techn1ques used to find- employment and the reaspns

that_jobs sometimes are less than sat1sfactory As’ yoﬂ cont1nue to work
through the module, some of the subsequent d1scuss1ons and act1v1t1es

will refer back-to the Job List Chart to help you relate your own expeh}//
~ences to ‘those of today' s youth - n . .
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JOB LIST CHARYS
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o’ . " MODULE GOAL AND OBIECTIVES
A Module Goal
. To prov1de you with sk1l]s and knowledge needed to plan and con-°

. ] duct a program of pre Ean]O.Yment aCt]V]t‘es

.

Module Objectives .

> . "~ When you have successfu]]y comp]eted this module you will be able
to ., . | ‘
T " ‘sgite (a) a rationale for offering_pre-employment services to

student and (b) the JOb seeking skills needed by schoo] youth
2. Analyze hree methods of de]rvef1ng pre- emp]oyment services to
determine the advantages and d1sadvantages of each approach.
3. Plan strategies for teaching desirable work habitg_and‘attitddes

5 - to studgnts. o
" 4. Condugt a job search for a specified occupational area.
5. Plan/strategies for teaching students communication skills needed

3

- insapplying for a job _ _ _
6. _/P{an strategies;for‘teaching job interview skills.
'(Opthnal) Outline ‘the procedure which would be followed in . .
N “evaluating any one of the components of pre-employment services. )

.Q .;". '\ - o \
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Approximat.e

Time

“1. hour

5% hours

-

MODULE OU'PLL b

A\l

Actioity

Introduction : : “ S 1
- .

Group activity discussing rationale

for offering pre-employment services.

The coordinator wilY'expTain the y

I

- . . |
structure -and purposes of the module. /
- Text : ! 2-0

Presentation bf the methods of deliver-

"ing pre-employment services, what the

content of such services should" include,

P

and how to develop stka¢egiésnfor tedach-

‘ing'students‘job’séeking skills. pis—

cussion-sessions and practice actiyities .

interspersed. |
Postassessment

lAsSéssment'of,your acquired knowledge énd

skills.

O oot {000



L [
MODEL ANIT MODULE | -
R . §
‘ The figure on the next page diagrams the components of a compre-
hensive program of job placement services. Plaming Pre-employment
Programs is Module 1 in the job placement series.
. . ¢
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COMPONENTS OF A COMPREHENSIVE. PROGRAM
~—~-OF JOB PLACEMENT SERVICES o

A
h R R

Program Needs

- Assessment Pre-employment

Program | . Comprehensive Proér&m'.

. Evaluation Job Placement Services

> <

-FoZZow—up- ‘
cou Refzrral
, : Follow-through ©  Placement
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- ) GCLOSSARY
.
Job Placement Program - A. eric term which includes (1) program needs.

assessment, (2) pre-employment preparation, (3) job-development, (4)
placement_and referral, (5) follow-up and follow-through, and (6) evalua:
tion, and refers to the total program. '

Program Needs Assessment - The process of cfllecting empirical data
that estimate the current status and desired status of a job placement
program. The differences between the ‘current status and the desired’
status may be considered program needs. These data are used to estab-
1ish program goals to meetlstudent needs. T

Y 4 ~

/‘..‘ . / -’:- .
Pre-employment. Preparation - The development of student job-seeking and

~ job-keeping skills. A typical program would concentrate on the develop-

ment of. student skills in the areas of (1) self-assessment, (2) employer
expectations, (3) job-search techniques, (4) communication techniques, .
and (5) interview techniques. :

Job Development - The recruitment of business and/indust%ia1 support
and promotion of job opportunities for students. ‘This activity includes
the identification of jobs that students are qualified to fill and worki
with employers to restructure jobs so that students may qualify. S

Reférral—Pchement - The process of referring and placing students in
jobs for which they are qualified. The process requires a careful asses
ment of job requirements and student abilities.. It includes placement

in full-time and part-time jobs.

Evaluation - A prdce§s designed to provide information about overall

" effectiveness, and specifically, to what extent are program quectives

being achieved. “

Plucement Coordinator - While actual job titles, organizational patterns
and scope of responsibilities vary in each school setting, the term as
used in the module means the individual assigned responsibility for: the
total program of job placement servicesj . ]
Follow-up and Follow-through - Follow-up is.a part of the total evaluation
process of the placement program. It involves the systematic collection
of data from former students and their employers. Follow-through is the
process of (1) identifying the placement and educational needs of former’
students and (2) providing services to these students and employers. '

14 ’ g
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Youth‘unenployment ig'one of the nation's persiﬁtent
labor market pgpb]ems Since the 1930's unehp]oyment has
t@’en its heaviest to]l from the youngest workers.
emp]oyment rate among youth, compared to adult unemp]oyment,

- has risen each year,s]nce 1960. - According to Department of.

"Labor statistics; during 1972 and ¥73 the unemployment
rate fof all youth between’ the ages of-16 and 19.years was

approx1mate]y three times that of the adu]t work force.

Blacks and other minority youth are part1cu1ar1y vu]nerabTe
- In 1973 the unemp]oyment rate for
black teenagers was 30 percent, approximately twice" the rate

‘Most unemployed youth——about 70 per-

to-rises in unemp]oyment

‘for white teenagers.
cent--are new- entrants or re-entrants to the labor market.
According to'the United States Office of Education

* statistics 3.7 million young people left formal education in

1970-71; of these nearly 2.5 mi1lion lacked skills adequate
to enter the labor force at a level commensurate with their
prbmiee; Many left with no marketable skill whatever.
Between 1968-74 the labor force grew bj approximately 12
During this period of time young wyrkers were en-

million.

_tering the labor force at the rate of 40,000/a week; at the
. same time technology was reducing the number of traditional

entry level jobs previously available to new workers. A
review of job placement literature indicates that a lack of

' knowledge of the\labor market and-inadeqdate preparation

for the world of work are two of the major causes of youth
“unemployment’ . \ “

Youth attach a h1gh importance to'a co]]ege education
as a route to employment in prest1g1ous occupat1ons “How-
ever, the number' aspiring to jobs requiring a co]]ege degree
outnumbers the ava1]ab1]1ty of such jobs 1n the current
occupational structure. Studies have shown that approx1~
mate]y 45-60 percent of h1gh school graduates enno]] in

[y s ° B . - g\ N b )
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_=some, -but not all, of the requ1rements of a four- year

" school graduate.

" that substantial numbers of vocat1onal students take jobs

<@l

college and the percent actua]]y comp]et1ng co]]ege w1th1n
five years ranges from 20 to 25 percent. A 1arge proport1on
of young people enter1ng the labor force have completed.

.~ college program. s . . - ]

These youth often lack JOb skills and are’ not 1n a’
better position to’ compete/for JObS than the recent h1gh
~N -

Entry into professiona% and ski]]ed ocCupatipns re-'
quires .planning and preparation'vwhile entry into semi-?
sk11]ed occupations genera]]y involves unp]anned events
This is” 11]ustra%ed byéthe fact that nire out of ten genera]
high school graduates take the first job that is offered to
them. Follow-up- stud1es of vocat1ona] graduates revealed .-

N2

unrelated to the training they have received. Th1s is s1g-
oxthe type of bus1ness dr industry se]ected
" some extent determ1nes future career

" You HAVE THe
RIGHT TO REMAINTY
SILENT, You HAVE
Tue mem*ru— A

nificant sin

‘-'/

. HARVE, WiLLYoU
FORGET THAT You
WERE TRAINED.AS
A CoP AnD Jusr




Even with adequate career planning and preparat1on “the Jbbiseeking |
erson st111'hust translate his occupat1ona1 goa] into SgiZZS'Nefded '
1ity of a job. This step. requires ‘job-seeking skills ST
apparently lacking in many youth. Young people search for a
/ ’b n areas c]ose to_ their homes and rely heav11y on job .
/ 1eads prOV1ded by friends and relatives and upon direct 4
' ap 11cat1on 'They rely less frequent]y upon employment
. services, Manpower agencies, directories, want ads, and

ther sources of job’ 1nformat1on .and they often Tlack the

skills necessary to successfu]]y present themselves to a-

'

prospective. em oyer.

N~

. A low perce tage of students surveyed 1nd1cated that o Rdie of School - _
"they had received assistance from their school in finding ‘ |
employment. It would seem obv1ous that the reasons for a
lack of. successful trans1t1on are found in.both the schools
and the emp]oyment settings in whlch students attempt to
move. { - . '
One of the most cr1t1ca1 prob]éms that our educat1ona1
system faces today is prov1d1ng an effect1ve program that
will facilitate the transition of youth from schoo1 to work.
This is especially true for students who do not,gomp]ete
high sshoo] and those who do not cont1nue formal education -

beyond this point. The schools wou]d seem to provide a

¢

" logical framework to offer pre- emp]oyment services that

~would fill the current void in the system as they .are the
only agency that has contact w1th a maJor1ty of the young

- people in a learning env1ronment Unless they accept and

‘ implement their role as teachers of job-seeking skills - -there
w111 continue -to be many thousands of youth leaving the
_schoo]s each year who experience frustration in secur1ng
suitable employment. ) '

In summary, youth unemployment is a major problem, with | Swmmary

“the unemp]oyment rate being three times that of the adult
_work farce. Not only is there a high rate of unemp]oyment,

there is also a high turnover among this group For those

1 1[ N
-17-=
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- to their training.

". schools offer a framework to provide educational services to

/
/
/
/.
. . . /'/‘ :
who -do find employment, many enter occlpations unrelated
Youth demonstrate a lack of employment

skills and a lack of adequate job-seeking skills. The

facilitate the transition of“youth‘from school to work.

&
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DISCUS_SION OF EMPwyM};NT PROBLEMS OF YOUTH

* " As you comp]eted the Job List Chart and indicated how you obta1ned
various jobs, did you recall any prob?ems or frustrat1ons wh1ch you '
faced when seeking employment? For exampTe: ’
What kinds of jobs were available where you grew up7
Who cou]d you turn to for he1p7‘
.How did you know what to expect from an emp]oyer7
. How did you know what the emp]oyer would expect from you?
As today s youth enter the'wor1d of work do. they face the same
-prob]ems which yott faced in seeking qmp]oyment7 Divide into three_
small discussion groups and discuss your ideas-about what kinds of
«d1ff1cu1+1es and problems related to seeking employment are presented

to the yoqng gy n who is making:the transition from school to wark.

Appoint a.rlaﬁrder'to jot down each idea that is presented--some of

them willgbe s1m11ar to ones you found, but others may be qu1te d1fferent
due to changes in the. economy and the labor force. - After you have a

1ist compiled, categor1ze the items as e1ther (1) a need\fpr 1nformat1on
oa (2) a need to develop a job-seeking skill. Two items have been

completed as an example. : . : b

Each person should make their own notes on this part/ofjﬁhe activity.

v

- -19-
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JOB-SEEKING PROBLEMS OF ‘YOUTH /

Needed Informat‘ion:? ' Needed Skilis: .
| . . | ) . 'V’:._“ 4 i/\
 May not have had an opporutum'g; NQ\IQ/L he,zd i Lob 40 have not deve,zoped
to observe someone doing a job a good "work pe/usona&/ty" '
they might be interested in-need . \
occupational infoxmation. - ' ) |
- o
‘ &£
{
> \
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METHODS OF DELIVERING PRE F\IPL()\ MENT SERV I(JI*A \

. !

The fundamental components of most school based p]ace- Compohents of
Job Placement’,

ment serv1ces include: (1) needs assessment (2) pre- emp]oy— Soppices

ment preparation, (3) JOb development, (4) referral and
placement, (5) fo]]ow-up and follow-through, and (6) evalu-
. ation. - . ' _

The operat1ona1 features of p]acement programs vary
W1de1y from one location to the next, being dependent upon H RN
Tocal cond1t1ons (educational ph1]osoph1es, resources, 1oca1
po11t1cs, ‘local needs, s1ze of school, etc.). 1 -
i : N eqe assessment is the process of collecting and ana- 7\\\ -
t lyzing empirical data wh1ch?are used to make operat1ona1 O\

decisi ons: wha should be served what serv1ces should be ‘

prov1ded what resourCés are needed to support the proqram. . v

Pre- empZoyment service is concerned with the development of

job- seeking and job- keep1ng skills by students and is per- | - ' P

haps the most complex and 1mportant segment of a comprehen-"‘~ '

sive Job placement program Job development is communica 1om$;

- with business and 1ndustry to promote job opportunities

for students. Placement is the process of referral’ an¥

placement of ‘students in jobs and ugually includes both full-

and part -time employment.. Follow-up is an evaluative part
of p1acement activity. It 1nv01ves a systemat1c co]]ect1on
of data from former students and the1r employers Follow-
through is the process of (1) identifying the placement and
education needs of former itu%ents and (2) providing servmes

to these students. Evaluatton, though included -in follow- up . | S
® would also include other kinds of research and data gather— ' ’ '

ing usefu] for 1mprov1ng p]acement programs E
*-—*‘Z . A comprehens1ve program of job placement services would

include all the components defined above. The ach1evement

of the goals of a p]acement office requ1res that a proper - s

balance of p]acement activities be maintained. Over— o . F

concentration on any of the six compone ts can. sen1ous1y N

It}
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“1im%t ‘the effectiveness of the others. Likewise, omission

are 1ncompat1b1e to a successful placement program. It shoill

pre-employment services would 1nc1ude providing 1nstruct1on-

pre- emp]oyment program varies widely from one location to

.vices to students - Each of these elements w111 be discussed
1n fo]10w1ng sect1ons of the modu]e ‘ '

. .,‘ ' ' z‘\
or de-emphasis of a function: .can result in def1c1enc1es Wh1ChJ

be emphas1zed that. not all of these funct1ons require. the
same amount of. time, for examp]e, JOb deve]opment is usua]]y

The operat1ona1 ‘elements of a comprehensive program of[‘

a very time consum1ng activity. _ - 3

to students in the broad areas ‘of: -

1. Job search techn1ques - the process. of assisting
each student to deve]op a know]edge of the 1abor
market ané the methods used to 1dent1fy and contact

:' potential emp]oyers, 1nc1ud1ng the use oﬂ<gub11c
and pr1vate emp]oyment agenc1es

2. Jobinterview sk111s - the process of ass1stnng
-each student to deve]op (a) an understanding of job'
interview/technuqies”and (b)-the interview skills

- necessary to successfu]]y present themse]ves to an
employer. - . ‘ _

3.; Emp]oyek expectat1ons— the process of assisting each

.-Student to develop an _understanding of the work
- habits and attitudes (job behay1ors) that areAfavur-
ed by a majority of employers.

4. Communicat¥ens skills - the process of assisting
each student to develop the skills necessary (a) to
prepare resumes, Job application forms, letters of
app]ication; and'(b)'to effectively use thetelebhone

Like.the components of a comprehens1ve p]acement program

the e]ements of ‘a pre-employment program are 1nterre1ated and
dependent upon each other The content and structure of the

another and shou]d be based on local student needs and the
capab111ty of the school's ‘resources to.deliver these ser-

% k!
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ce opt1ons (or comb1nat1onsiof) wh1ch may Optiéns for
Delivering Pre-
emp loyment Services

Thete)are t

be used to incorporate pre- emp]oyment serv1tes into the

insPructioha] progra N o
1. The content of the pre- emp]oyment program may be
| f%tegrated inta courses in the extstzng curriculum.
'The courses may be either in the genera] studies or
the vocational areas. These units are usually - S
teught by the teacher pegularly assigned to these
courses. If this appgroach is’ used, thought should
be given to (a) chbosing the courses that wi]]reach
- the greatest numbers of students and(b) providing
teachers with. ass1stance in developing the pre— , N
emp]oyment 1nstruct1ona1 un1ts to assure-that a11 Ca L

important topics are. covered Th1s -option has the

advantage of reaching large numbers:of students with,
/11tt1e additional resources. It also act:ve]y in- ' o .
volves the teacher in the plecement processs The . |
major disadvantages are that some students ;;}hbe '
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'{cab]e in small .school: sett1ngs However, care .

" objectives. SN !

. ~ ~ N
missed, the service may not be available when stu-
dents have the gweatest need and teachers may not
be qua]1f1ed (or may 1ack interest) to offer in-
struction in th1s area. :

The program of pre-employment services may be deve1~,

"!joped as an integral part of the total guidance pro-

gram. - The services are usually made avaf]ab]e to

' -students on an‘elective basis in both group and
‘=~indfvidua] settings. A typical program would in-
'"~c1ude .providing a number of special 1nterest sem-

1nars‘bn employment topics and prov1d1ng students

ﬂw1thlﬂss1stance with the1r 1nd1v1dua1 emp]oyment'

prﬁp]ems This approach may be”eSpec1a11y app11-'

should be taken to zero- in On top1cs of spec1aT
needs and 1nvo]ve a maJor1ty of - the students in
these act1v1t1es This approach may also be pre-
ferred in order to avoid decentra11z?t1on of guid-
ance services. MaJor d1sadvantages/of this appmach
are: (a) 1arge numbers of students may fail to
take advantage of the services and (b) the demand
for other. gu1dance services may compete with pre-
emp]oyment services and" carefu] attent1on must. be
given to establishing pr1or1t1es and a]]ocat1on of

-suff1c1ent staff t1me to carry out/the program

i
i

!

A new course of study in pre-employment preparatzon'
may be added to the curriculum. / This “course should
include instruction in each of the major topics “
described in the next sections of the modu]e . The- |

‘course ‘may, be taught-by a gu1dance person, a teach—

er with spec1a] 1nterest or qua11f1cation, or by a-
p]acement coord1nator _Again,. if the instruction
‘is to be effect1ve, it must involve a maJor1ty of

'3 the students. It 1s suggested it be required of

. ; 4
- 2"\(‘1‘. .
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services wou]d 1nc]ude jnstruction to students in- the ﬁreas :

of (1

. . . . o . Q ’ ':v‘ . -
. all students.’ "This approach requires the addition
of a néw. course (wh1ch competes for .instructional

l\time) and requ1res aﬂ1ocat1on of add1t1ona1 re-. ﬂ"

SOUY‘CES

In summary, a comprehenswve program of pre- emp]oyment

) job-search techn1ques, (2) job 1nterv1ew skw]]s,

(3) employe¥ expectat1ons, and (4) commun1cat1on skills.

'These services may be delivered to students by (1) integra—'

,t1ng pre- emp]oyment 1nstruct1on into existing. courses, (2)

add1ng a new course 1n pre emp]oyment Ereparat1on to the

curr1cu]um, and (3) 1ntegrat1ng the pr

emp]oyment program-

" 1nto the® total -guidance program Both the content and

methods of delivering pre -employment programs shou]d be

tailored to meet local conditions apd student needs.

s
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PRE’—E’MPLOYME’IVT SERVI C’ES

1v1ty w111 ass1st you in th1nk1ng through the three approach
d1scussed Ti~the- text for de11ver1ng pre- emp]oyment serv1ces You are' t
d1v1dg,§nto three small groups. The coordlnator w1]] ass1gn one of the
’/// -~ three approaches tao each group: "_ . _ _
| | (1) integrating-into ex1st1ng courses - H'~g_jf'}‘:
(2) add1ng a sepa{?te course o T T
(3) 1ntegrat1ng into the. gu1dance program
o - .Deve]op a. 11st af advantages and d1sadvantages for that approacﬁ usxng
L the d1scuss1on quest1ons ‘given ‘and adding any other points you th1nk are
w o appropr1ate You have 40 m1nutes\for this. ~ Appoint one member of tha
‘ group to report your analysis to ‘the total group Be preparedr' answer

questions about the three. methods o ,;;

. ey
' . : ","

R “Points to Cons1der _
- ’ How much time wou]d be involved for the placement coord1natof7-

I ‘

How much time would be involved for teachers?

‘How many students could be served? -A11 or;on]y part?

What would schedu11ng involve? - ; | ,
How much coord1nat1on would be. requ1red by the p]acement cocrﬂ1r
How would the quality of pre- emp]oyment 1nstruct10n be affec.ed”
Would time be taken from other instruction? .x{ . '"°*:f
How would stident motivation be affected? 'i L SN
.How ‘well would the individual student s néeds be met?

quf cost is cons1dered what wou]d be involved for mater1a]s,

W O ~N O B W RN

Tt

s
O

'fac1]1t1es, staff1ng7

3;1’5-4‘ ‘.
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~ Method of Delivery

{

DELIVERING PRE- EMPLOY‘.MENT

~

SERVICES

-’
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’ ADVANTAGES‘

DISADVANTAGES
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b STRATEGIES FOR TEACHING =
DESIRABLE WORK l'l'z‘\BlTS AND }\TTlTl TDES
Many recent high schoo] graduates who are p]aced on Jjobs| Work Environment
/ exper1ence d1ff1cu]ty in adJUSt1ng to the world of work and
are unable to keep.these jobs.. These students seem unab]e to
cope with the situations they encounter. Th1s_1s not sur-
pr1s1ng considering that they have spent a good proportion of|
§ y their time with individuals near their own, age for the last
. twelve years "~ After 1eav1ng school, many are now working
side by side w1th 1nd1vtdua]s who are older than they are.
Adu]ts they had contact with in school were usuad]y 1nvo]ved
in a he]p1ng ro]e, for example, as teachers or counselors.
Adu]ts in the world of work often are in a competitive role
in areas such a;;pvert1me boss approval) promot1on 07r2n
students are éf d1sadvantage in this, new environmer. o
Employers are not as perm1ss1ve as the schools. Punish-
“ ment for znfract1ons of rules is more r1g1d Whereas ,
absentee1sm or tardiness m1ght’warrant d1sc1p]1nary action in
school, on the job it m1ght result in a youth being fired.
Chron1c, real, or 1mag1ned illness in school might elicit
some sympathet1c response from school personne] however an
employer looks at the situation in terms of Toss of prof1t
The end result of a pattern of absentee1sm, for illness or
other reasons, might result. in a youth be¥ng -fired: @

- It obviously takes more than knowledge and skill to be.
~an effective employee. . ‘What it takes differs: from Job to 'fﬁ
Jjob, but the non- skill components of effective employment can
/be incorporated w1th1n the term ”work habits and attitudes". .

" An individual with a generally effect1ve persona]1ty may ﬂ@aching Work
Habits and Attitudes

I3
-

- not have an effective work persona]1ty Students need to
.:deve]op an understand1ng that workers are fired or not h1red .
_or. not prbmoted more often because of attitudes and behavia's o
"than because of inadequate skills. Student developmentgof an

effect1ve work personality may be accomplished in part by
_appr1s1ng them of attitudes and behaviors deemed des1rab]e by{
employers.. Perhaps the’most effective techn1qu€ 1s_the use

_33s._ . : ' ) .
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. of gfoup procedures. Often members of the group can evaluate
\ . « . . . .
\\ : themselves more easily than in an individual setting.
1 . . .
\ . Attitudes, behaviors, and issues tﬁ?
‘ i - .

t are of concern
can be used as catalyst for group discusSion and can be

viewed frqm a variety of perspectives by ‘the group members.. [-
This teqhhique lends itself to the use of resource people.” -

where 1ndustr1a}’personne]; employment agency personnel - : i

. and/or employers ,preserit thejr views on appropriéte Jjob

behavior to students: A list of A;iitudes and Behaviors -

I :
., Employers Favor.iS'inchded in the Appendix. This 1ist
should be revised for: your local setting by advisory com-
mittee review, employer survey or simj]ar‘téchniques.

Your ATTITuDEs
NOT 00 THeE LisT,
SMITH ! -

b . '4‘;.;ﬁm4,.;_h;ﬁgiw. o C ~'. ~lJtJ\

~ Another effectijve technique is tofurge school staff
members~t6ﬁémphasize pride in workmanship,

- .industrial discipline and responsibilities, safety, -appropri-

uality, initiative, and diTi-
t students with working

acceptance of

i
a‘

, T ate dress, housekeeping, pUnci
o gencetﬂ Field ‘trips to acquai

,-31_
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conditions if bus1nesses and 1ndustr1es shQuld be encouraged.
Job experience is the usua] way that work person;31ty ~
has been developed. The high proportion of failures and '
firings'on’the job; however, suggests that on-the-job.train- o
ing does not necessarily foster'effectiye job personality ' iﬁ
(behaviors and attitudes). However, school sponsored, )
supervised work experience programs have’ been successful in
assisting students making the transition from school to work.
There are a]so a number of federally assisted work experienced
and training programs (CETA) that provide superv1sed work
experience for disadvantaged youth and adults. The place-

ment coord1nator should be aware of the serv1ces of fered .
?

-

by these school and community based programs
Individual counsellng may also assist students to
develop desirable work habits and may be used to. supp]ement
-group actiVities or with students who are experiencing “ ) T N
4 difficulty., This is a very time.consuming activity and the - s .
placement coordinator should exercise caution or too much R :
t1me will be comm1tted to this activity. It may .be appro—
'pr]ate to enlist the aid of the gu1dance counselor to pro—

vide help. ‘

There are commercial mater1a1s avallablp which are of’ .
value in teaching desirable work habits and attltudes to " Réso@rce Material-
students. ~Some .of these are Tisted in. the references. ) I |

In summary, students need to know what work habtts and | Swmmary
attitudes are considered important by emB]qyers. Group :
discussions, use of resource people, field tr1ps, superv1§ed

" work experience, and use of commercial, materials are ways o
in which the‘p]acement coondvn tor can assist students to '

-develop an effective work ﬁersona]ity.

- !
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‘ideas and‘suggest1ons to his/her own 1ist.

ACTIVITY 2 - DETERMINING Sg'RAT[i'GI ES FOR TEACHING WORK ATTIT{/DE'S

The next four activities in this module will help you 1n planning
strateg1es for teaching four element< of pre-employment serv1ces Each
activity will be designed to deve]op skills or understand1ngs for one
element and will result in your deve]op1ng a p]an for 1mp1ement1ng that )
particular element in a school sett1ng , _

" The first element to be cons1dered is teach1ng desirable work

.att1tudes To facilitate d1scuss1on, the coord1nator will divide the

group into three'smaller groups and when the 1mp]ementat1on plan has been
completed, each grobp Wwill share ideas and each individual can add others'

] W1}T/expect from- théhA— Mr—Smith's supervisor set up.a meet1ng with

- g T
Mr. Sm1th 1s neiw’ in h1s JOb and one of the f]rst prob]ems outlined

by his supervasor was that last year S, follow-up study of employers
indicated that students, they had emp]oyed lacked certain desirable work
attitudes. Faculty members have also expressed to him that they feel
that their students do -not-have realistic 1deas about what emp]oyers

him, department chairpersons, the guidance counselor, and herself to
deve]op a list of. severa] attitudes, traits, or knowledges that shou]d :
be taught or encouraged The 11st they developed 1nc]udes '

good grooming ~ takes responsibility

promptness - - foTlows directions o

honesty o : neatness- (keeps work are neat) .

able to cooperate{ ' Toyalty to employer !

dependable . - | manages time efficiently

shows initiative : understands payroll -dedyctions ‘
¢ realistic about advancement ,.understands profit. !/ ~ b

3 y .
! , . EL

) using the 11st Go1ng around your group, let each member select one hab1t

"three methods of de]1ver1ng pre emp]oyment serv1ces may be used or you

v
A
ot )

Your group .can “help Mr Smith out By ass1st1ng him to deve]op a p]an,
attitude, or knowledge and’dec1de how they might be: taught. Any of the

may use more than one. Some activities which might . be considered" are:’

y -
a
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A - . ,' Loop X
. : . _ .
lectures by placement d1rector, visiting. ]ecturers such as emplqyers or -
former students, films or tapes (suggest content), field tr1ps, classroom
organization, role playing, other activities which would seem to be
appropfiate Each person is to enter these ideas on the Implementat1on
“'P]ann1ng Guide and should add other groups’ ideas, as well, when the .
groups reconvene to share. Following this, exchange with another’ part1-
cipant and check the gu1des for comp]eteness The first one has been

completed as an example e

32 . NG
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PRE-EMPLOYMENT SERVICES-TEACHING‘STRATEéIES, |
A ! INPLENENTATION PLANNING GU(0E
Area: Wonh Habits and Attitudes Name:
Sk%gj,attitudE‘or ' o ldelvery | .| Tine Scheduler
fnoyTedge objective Activity . - - Material Source 1 method | Persomel |in-class out-of-classl
o | Select one student | Hake up @ postor. | Tn negulmn |Classroon | 30 mingtes
each month fon awand | lUse p {aroid photo classhoom insBructon | none pet month
Good grooming | | | o S
Guest Loctine by | Comunity Resownee | Tn noguban | Hisg Snith 10 minutes
Local beautician on . | List classnoon | and i Aimin fo set up
Good grooming make-up 50&."0n-the-jod” | Ansbucton | o
" '
W
IID .
| e
’ | P ;
Promptnoss ki
. o
~ |Promptness 1
B ’ | j
| s - S
' | ! i / '
- 7
33 . /"\ ; '
; - 3 N

Completeness check requires at least two teaching -

strategies be&%isted for tach of at Teast six work
@u%lzlz:i(:‘ or attTtudes. Checked as completed by

fRefers 1o tine spept by
instructor or placenent

cbordinator and amount of
‘w»~w»~~vdw»sm.;1g§s time consumed.

ool
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Waiructar or placement
coordinator and amount of -
class time consumed

ecked as completed by

¢
¢

PRE-EENT SeRvIces-Teane STRATEGIES
LN TTION PLAMNING GUIDE

\% ' Name:

| ’S,kﬂg,gtt?tuqe or | o " Delivery Time Schegyle
+ | Mowledge’objective | - Activity Matemqj)Source method | Personnel in-class out-of-glass| -
" . .M‘\ "‘ r‘.%‘ . - N . .‘.; . : o : ,
. . ' o ]
‘ \ . vl
& : ‘5".\ - . ,‘ ¢
’ g . " { " Y "é’/ ’
! 4_ '
W ‘
i
o ——]
[
[ f " ' o :M
| ’ ﬁ-’
‘. ? o
; ? 'l\-' . :
uff :‘ & ' " ;
. ¢ ) | O T
R ST | L
| Comp1efg‘ghes‘s ‘chg'ck requires at-least 4y teaching | ‘ *Refers 10 tine spent by 30 é
stra'teg1es‘be_'11sted for each of at Japst STX work . instructor gp placenent ;
-~ abits or attitydes. Checked 25 comleted by ﬁ . coordinator ang anount of ‘
Q ' | . »

ERIC. . c | | - o chass time consumed
JArur Pr ﬁiﬂﬁ ‘ . l ' R‘ ' - ) ‘“ . .



fﬁmnTﬁteness check requ1res at 1é€st two teach ing

Atiitude

Ch{ ked as.completed by

ll\v(j‘gies be \1sted for each of at Teast sixwork e

-4 s \ "
o PRE-EMPLOYMENT SERVICES TEACHING STRATEGIES -
S A IMPLEMENTATION PLARNING 6UIE N e
oy A - Name: IR
= === S — R ’L;';';*;;
Sillattitde or | | elivery || Tine Schedule |
% | fnowledge objective Activi | Material Source | mpthod's | Persomel | in-class out-of-class
, _ — - e —
g l ¥
oy E
i e_ \
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P
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*Refers to time spent: by
“instructor or placement

e c?ordinator and amount of
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_ (?()N?I)l’(."l‘lN(.‘ NJOB SEARCTHE
Annually, many thousands of youlh Teave the snhnu]
system. These youth, dttnmptlnq Lo (ntvr the Tabor force at
the rate of 10,000 per week, drv vxpvlnvntlnq difficulty in
making a successfyl. transition from school to work.

Near]y every. worker in the labor force today will bv:"
'1nv01ved in the job hunt at some time in their lives
Authorities suggest that the are <0ndcmn63 to go about it
Cas if they were the first person ever to have to”do it.

Young peop]e, egpec1a11y, tend to seek emp]oyment in their’
local areas and rely houv11y on friends and relatives ast
'sources of ]ob “leads. " They have a Vimited know]edge of man-
power agencies, sources of job 1nformat1on, and lack the
ab1]1ty to ‘conduct a systematic job search. Other authori-
ties state that the greater the number of avenues used by
Job hunters the. greater their chances of success. This would
suggest that providing instruttion to students ih'Jdb search
‘methods is vital in any comprehen51ve program of pre-employ-
. .ment services. ™ = -,

' Ihe f0}10w1ng section of this module discusses some of
: the information that éhou]d be provided to students.

SOJrces of Job Informat1on ,

Placement agenc1es are a good source for obtaining
information about job open1ngs P]acement agencies that
students should be know]edgeab]e about 1nc1ude (1) the
school p]acement services, (2) private employment agencies,
(3) the United States Employment Service.

The p]acement coordinator shou]d provide students with
1nformat10n about the scope .of the services offered by the
school placement office. ~They should be encouraged or re-
quired to Eegister with the piacemnent office and to/comp]ete
all forms and documents requ1red by ‘the office. They need to
.know how they can obtain 1nforma91on about the qua]1ty and
,quant1ty of JOb openings in the1r field of 1nterest the

P
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.have listed JObS with the school p]acement service, They

. job areas accountlng\ data process1ng, etc and others may

'agency to supp]ement JOb deve]opment efforts or recommend

-~wagner Peyser Act in 1933 to supplement the work of various
‘state’ agénc1es (Response to unemp]oyment of, the depres51on) e

',wThese offlces are scattered over each state and one is usuall*
z located 1n each maJor c1ty Anyone may seek ‘the emp]oyment

3;serv1ces qffered by these offlces " The placement coordinator
should advise students of the servjces. prov1ded by ‘these ~ - -

/

gvograph1c area where these jobs are usua]]y locatod. and the
procedures to be fo]lowed in contact1nq the emp]oyors who

also need to know whether or nat: the school placement ser-
vices will contlnue to be ava11ab]e to them after initial
p]acement S -

There are approximately 4000 prlvate emp]oyment agencies
in the United States. Most of these agencies are located ‘in
major labor market areas. TheyV‘depend primarily, on: a'yo1uhe
business and requlre a rapid turnover of c]ients ln order to

make a profit. ‘The fees for the serv1ces of a prlvate agency'

may .be paid by e1ther the emp]oyer or the job hunter The?

AN

fees vary from state to state and,lwn some cases, are subJect;_J”

to state regulations .Some agencies spec1a]12e in certain

function as. the personnel office for. 1oca1 bus1nesses or’

“industries. Students need to be adv1sed to flnd out Just f“j -
~what services will be prov1ded by. the agenc1es and what the

cost will be for these services. o :
1If the p]acement coordinator’ 1ntends to use. a prlvate o

the use of an agency to students then s/he sheu]d‘lnvestl-“

gate the agency thorough]y LIt s adv1sed that the use of v

these agencles be cleared w1th the schoo] adm1n1stratlon,. -
. The Unlted States Emp]oyment Serv1ce was created by the

There is a nat1ona1 network of employment - servrce offlces
off1ces These serv1ces usua]]y include, but are not -~

Ilmlted to: ‘
1.. Placemént. Job placement specialists provide a

| -4 |
. 'ﬁ..‘l - . o '40 | . | :l,“.
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‘ o -variety. o%\sehvices/to applicants. They take
=T applicationg for: work and make referrals to emp]oy—
: _gers, develop jobs. thrOugh emp]oyer contacts, and
hannel applicants to counseling or. training

2 unse]ing The counseling services offered by
g i” ¥ the agency are usuai]y,emp]oyment centered and are
. intended to gu1de applicants toward additional
- training, a JOb or changes in their approach to the
' :‘ Jjob search. ‘ .
3. Job Bank. The job bank is a computerized listing .

~of all job openings g1ven to (the emp]oyment serVice

by employers. These openings, and Significant
"information about them, are printed and distributed
’ . to-state-employment seryice office locations.
4. Testing. _The Genera] Aptitude Testing Program in
the employment serVice is used as an aid in suggest-
. ing work or. training for an applicant. The agency
~also administers profic1ency tests in a number of
skill areas. o . -

Authorities havé’suggested that a schoo] S p]acement
'-'program would be improved by uti]izing the services provided
. by the agency and many schools have elected to work closely
. with their Tocal employment . service office. In addition to

'providing direct serVices to students, employment service
personne] are often available to assist the placement coordi-
nator with prov1ding instruction to students about the
services offered by the agency ’

.-

Non-commercial emp]oymeSt agencies, sponsored by service
n

clubs, associations, veterans' organizations, are found in

many communities. ‘Many communities also have comprehensive
manpower training and placement pnggramsvfunded by the
Comprehensive Education and Training Act. The programs are ,
‘administered by a local prime sponsor (usually the mayd}'s
office) and services are limited to those who can meet the

guidelines.

41
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"4 .Other sources,of job leads: include help wanted ads,

@ * Sy

yellow pages, friends and relatives, pub]ishéd‘directories
and lists, professional and trade journajé. L ;
The help wahted columns of ddﬁ]y papers are sources
' abouf'job Vacanciesﬂ However, they must be used with some
cautidn,_ABolleéiindicégeﬁ thag%you'should'waf;h tut for:,
1. Blind ads which just list a box number to answer
‘and which are usually urrewarding. o _
2. Fake ads which list po§itions that don't exist and
' are usually run by p]acemeht agehciés.to.po]]ect
resumes for futuré use. . o
. 3. 'Phone numbers-in‘ads which should not be used'
;ince they are a,meéns of scfeehing out appTﬁéapps.
4. Phrases like "make an investment in your fUturéix
v~ . which usually arevgdiqgijo require quite a lot of

7
;

money.

CHEAR, THEAD

2 N SAYT COULD
MAKE MONEY IV
MY SPARE TIMES.
BUT THIS TSN'T
WHAT T HAD
IV M(VD .

A suggested 1éarﬁing activinyﬁpuld be to show students

examples of types (1) of ads describéd,above and (2) of

Help ‘Wanted Ads ~

b
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.. how to use the ye]]ow pages.

_“mation about companies.

. other directories an

h ~ Job leads for students who have spec1a11zed sk11]s

’
itimate job vacanc1es
The yelJow pages in the te]ephone book ligts miost of the
1ar37/and mall firms in an area..
product or service, |
haVe ski]l%(n~have decide&vwhat kind of work they are inter-
ested in, the yellow pages can be a good way to 1dent1fy
possible employers.

It gives' the firm's name,

and te1ephone number. For-: students Who

Contacts with these employers are
StuA
dents should be proVTded with instruction and practice in

usually hade’ by phone; Tetter,'or_by personal v1s1t.'

. There are a number of pub11cat1ons wh1ch provide infor-
The most -common ones include: ‘

Co]]ege Placement Annua] by the Co]]ege P]acement

Publ49cations Council
. Triomas' Register of American Manufacturers
Moody's Manuals ' A

A

. Fitch Corporat10n Records N
| Dun & Bradstreet Reference -Book
- Company Annual Reports ’ v
Manufacturer's d1rector1es - usually pub11shed by state
government ageneies
Chamber of Commerce membersh1p ]s1g
The p]acement coordinator shou]d secure copies of these and
fam111ar1ze students with their use. 4
Ihe 5ch001 or pUb]i librarian shou]d be able to -aséist you ;
Students should

re]at1ves know that they are 100k1ng for a ~job as many

1nstructed to let the1r friends and

surveys, indicate that this is one‘of the best sources of'job'
information. A '
Trade and profess1ona1 Journa1s may be good sources of

&
students should be instructed that it may not be des1r—‘
_able to apply to all employers having - job™\ vacancies; conse--

4

YeZZgw*Rages

Directories

Friends and
Relatives

EWpZoyér
Information

quent]y, they shou]dgmake a selection of emp]oyers and, in
Se]ect1ng those to ‘whom they w111 apply, it may be adv1sab1e
to co]]ect 1nformat1on about the firm, such as: { A
—47-
4.




R

Lo

’»ictrad1t1ona1 job search method.
~ cation by R1chard—Bo11es "what Color is Your Parachute" Z, ‘
' describing "the creative job ‘search method "+ This' publication

Is the fifm engaged'in seasonal work? - /

Are there opportun1t1es for advancement?

Are there opportun1t1es for add1t1ona1 tra1n1ng? /

what are the fringe benefits?

what is the employer’'s reputat1on for fa1r dea]1np

‘ w1th employees, with compet1tors, and with customers?
: The sources of job opportunities described in the pre-

ceding section are; -referred to by some authorities as the

There is_an excellent. publi-

(3, T~ S B A B ]

assumes a degree of maturity beyond that of a typical student
entering the labor market; however, 1t is recommended read1ng
for the JOb p]acement coord1nator ‘ '

~ Students are exper1enc1ng d1ff1cu{;y 4n making .a-suc-
cessful transition to work. They lack ‘the experience Jnd

'/know1edge of how to organ1ze and conduct -a systematic’ Job

search. Major sources of job 1nformat1on include p]acement

. .
- agencies, manpower agencies, want ads, yellow pages, d1rec-

tories, and friends and relatives. Students should be pro-

v1ded with 1nstruct1on on-how to conduct i job search(

- |
.\

\
\

Creative Job
Search Method

Summary
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ACTIVITY 3 - JOB SEamcH L
~. One educational theory. holds that wez"teach as we are taught".
This,activity puts. you in your. student's place and your cOordinatorg
will assume the! role of ‘a’placement director teaching a pre-emp]oyment ,
seminar. Tbe‘objecfive (which.you wf]Liwant‘to_jnc]ude as your next skily *
objeétiVé in your imp]ement;tibn gujdef"is to learn job séarch skills. |

- As a placgment diréctqr, fhese skills can assist yoL ip identify- ¥
- ing potential employers for the students you will be placing. For
students, these skills can be inva]uab]e‘in‘identifying potential : .
.ehp]dyers_as they begin ﬂooking’for_their_fifst emp]qymeht; Just as
important (if not more sG) this can be transferréd'to f&teﬁ-situations ~
when they want or need to -change employers or occupations. '

}he attivitylhas three parts. The first is to identify ten *poten-
tia]demp]oyers for a specific occuﬁation,“Usihé at least four different
resources. This will be a small group_activity.~ The second part will
be for each of you to develop an emp]oyer.fact sheet on one employer.

The third part is to add a job search'acfivityvto your implementation
guide. o . ” ' o | . A
| Part A : , E ’

Identifyiﬁg Emb]oyefs:

~ Divide into three groups. Your coordinator will assign each group *

an occupation to research. Using the resources provided, develop a

R " list of pgtgntia] emp]oyers fo; fhe<occupatiqna1 area.- ‘You may also -
suggest other resources that'mgmbers of the group are knowledgeable -
about. Refer to the sample if you have questions about féeordihg .
the information. If some of the information asked for is not _
available, indicate where or from whom you could get the information.

@

, 4:5
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08 SEARCH EWPLOYER LIST

OCCUPATION: o - WE: ¢
- o Phone | Type of Business “Person to |+ Source of
- Mdress | number or Industry - Contact Infornation

/

o <
- v - e AT Dl s mm mi e TA gl ST R st
BE——
H . i . RS
: " A
; .
‘ . . 4
: ¢
: 4 ' co # ‘ .
! : . ] } N
\ o
i L0 . + :
) '
}
i
! -

 [employer

PR
S

!
0
-9

-

Examp1e: | ~ : R ™ lofficial Manual fo )
o |State of Missouri

State.Féi( Comunity |1900 Clarendon Rd. R Vice-President |Friend employed
(ollege Sedalia, M) . . [816-826-7100 Education for Instruction jthere,

-s

Completeness check requires at least 10 enployees be "!
listed with all items completed, Checked 85 comple;ed |




Ca e J08 SEARCH EMPLOYER LIST /
- OCCUPM” “ : v
e ‘ Phone | Type of Business Person to Source of |
Employer Address humber or Industry Contact Information
\ “‘ . "
‘l' |
{
- =
o e
l 1
t
[l '
|
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2
(s ‘ / )
\“ \ ‘
oyees be

listed with all

Completeness check requires at least 10 amp]

items completed. Checked a5 completed
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Part B

\

: Emp]oyer Fact Sheet:

,D1v1de 1nto pa1rs Us1ngmone of the JObS you 1isted in the
-warm up” ‘activity or somé other JOb you have ‘held, assume that you

are a know]edgeable person about one of your previous p]aces of
employment. . .Alternating ro]es, one member of the pa1r is to" 1nter-

view the other, co]]ect1ng the 1nformat1on that a prospect1ve job
_applicant would want to Kniow about a “business or industry before
'mak1ng app11cat1on for emp]oyment there. You may also list othero: tin

sources of information which you think would be he]pfu] Record
your interview-on. the Emp]oyer Fact Sheet ‘on the next page After
you complete your emp]oyer fact sheet, exchange with your partne.

*

‘and- chieck for accuracy. - 5 T

- - - . R ‘ L ]
. . .



EMRLOYER FACT SHEET - L

~ Nahe:

Né@e of.emp]oyet:
.where 1oeatedt‘
ﬁescribe geneta1 area:
Tybe of Business or'ihduétry: - L R

, Approximate]y how many 4 . are employed there?
‘ '~ specific occupation .

‘Frequency of turnover?
Who generally does the h1r1ng for th1s spec1f1c occupat1on? '

What type of emp]oyee do they 1ook for7
. )
How do wages for ) paid by this emp]oyer C
specific occupation * '
.~ similar jobs in the area? §

What was most desirable about this- employer?

What was 1ea$t'desirab1e'abeut this employer?

List any add1t1ona1 kinds of ihformation you wou]d want to know and .

sources for obta1n1ng that 1nformat1on

ey
o

O

Checked for accuracy by: S

'
o

/_\
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-with each person comp]et1ng their own gu1de deve]op a plan for teach1ng
students ‘how to use the fol]ow1ng resources

- Part 6

.
-

You . began an Imp]ementatlon P]annlng Gu1de under Teach1ng WOrk
Habits and Att1tudes, Activity 3. “This 1s ‘a. cont1nuatlgg,of that factiv-
ity and w11] ass1st you in developing a p]an to/Jmpiement the" teachlng
of job search techn1ques Remember Mr,/Sm1th from Act1v1ty 3?7 He and’
h1s busy group have also deve]oped a list of job search skills wh1ch
they think students,shou]d acquire. Working again in three small groups,

Private emp]oyment agencies * Yellow pages .

Emp]oyment Security ~ Manufacturing-directories :
., - School placement office =~ . . ‘Want ads = >

After each group has, completed théir. p]ans, reconvene and share
ideas, add1ng others' to your own. Exchange and check for compteteness.
The first one has been completed as an example. ' -

3 . i}
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"’, f " ._....‘/ _......--‘ :.,_..4, - -*Ix i LT
] PRE EMPLOYWENT SERV‘CES TEACH ING STRAnEGIES
L RV IMPLEH!\TAT 107 PLAKING BUIDE
f Area Jab SaMch~SW e Name:
! : S Lot ”‘l, v ’
3, l Sl attitude or i . S | ! Delivery - | Tine Schedulet |
i towledge objective Activitp Material Source | method | Personnel | in-class. out-0f-class
‘ ! ‘ ~ &‘, ; = - ‘ | | ‘. w.\\ "‘r. ‘ l’ . - ] | .l
_. ‘Undmtand m 05 > Lectine, discussion and "What Colon 4y Vowr | EmpLoyment Placemeiit. | 30 mid. T howr
i | private empﬂagman,t ‘neadmg about prvate Panachute?" Seminan.  |Coondinaton - prep time
g \agencg ( employment aguuu . '
‘Undmtand use ¢f } Read and d,é/scuM ) Vandous private - Employment |Placement - h C30mie 1 howt
puivate employmont - ageney contracty - employment agencies | Semdnan cOomnam L paep tme
1 agency . | L Lo . \ i ? : o
Lo | | Sl
4 (‘n | et . .
A S |
_2 | |
‘1 ! | /
4 3 o : | | ,
i | é K C
. L ' |
‘ : ' X 1
ES | i
. i = l | . ‘
; ) \
A | |
i
: * Completeness Qbeck requires at Teast two teaching strategies be listed -
for each of at Teast three job search skm
1 Checked as comp ete by 54



PRE-EMPLO#MENT SERViCES-TEACHYNG STRATEGIES

" IMPLEMENTATION PLANNING GUIDE

know1edge objective

Activity

Material Source -

method

* Areas Name: -
Skill,attitude or'’- ' Delivery Time Schedule*
Personnel | in-class out-of-class
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o JOB COMMUNICATION SKILLS
R Do . o - ' ' ;

The teaching of jdb.tommunications skills is an'impbr—" Importance of -
f tant element in any pre:emp]hyment program. If students gi?zggmm“”ications
e have the ability to prepare adequate resumes and letters of
app]ication; accurate]y complete job app]fcation forms, and
use good telephone techniques, they are more Tikely to obtain
an interview, and subsequently the Jjob, 'than applicants who
lack these skills. , - .
Resumes . Reéume is a French word meaning §ummary.“ Students fesumes -
should understand that their resume is a summary of their
qualifications. 1In many occupations the resume is an indis-
pensab]e-job,hunting tool for the épp]%cantt' A good resume
is often the deciding factor in determining whether the
'app]iCant gets an interview With the employer.
whj]extpe primary purpose of the resume is to obtain an
fnterViéw, ft may also become a focal point for conversation
, ,,betweeh the;app]icant and the qmp]oyer during the interview.
;”*'Tbe exact format and contentdof-resumes may vary; however,
tﬁére is;substantiaT3ag?éement'among employers that a resume
should contain the following information: -
Basic personal data. Thi§ section should contain infor-
mation abéut the applicant's age, sex, height, wéight,
. marita]»statys,fmi]itary §tatus,vetc. (see sample o 5;,;¢$%
resumes in.Appendix). '
Job objecfiyééfﬁThe Jjob objective is-the heart of a
resume and should be given careful consideration. It
should state as clearly as possible what thg applicant
wants to do. If there are Timiting factors, such as
travel, preferred gedgnaphic Tocations, then these
- should be stated. " : ’ S
Education. The recent graduate often has little to sell
a prospective employer but education. Students should
- cover this area tbgrough]y,']isting major and minor
areas of study, including courses and academic achievef
ment in major areas of study. Extra curricular

S 57
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activities are viewed as important by many employers /
A and should be sincluded in this section. . L W

\\\work experience. Emp]oyers are aware that most recent

» - Qraduates have 11m1ted work experience, however, they

- are interested in activities that would indicate the . k
student is wi]]ing to work. Students should be

'adv1sed to 1ist all full- time and part time employment

and vo]unteer work. They should describe the kind of

. . work done and’ the fimm orlindividuad.the work was done |} - -

' for. - S “?

. References: A resume should contain three or four °

references that a prospective employer may contact.

References are usually more effective if they include

ness$ community The exc]us1ve use of teachers as
‘ references should be avorqed This section of the T
' _' resume should 1nc1uq§§hame {JOb title (if appropr1ate),
i complete ma111ng address and phone number of the
individual cited as reference. Permission to use their
name should be secured from each person listed as a

ﬂ\\\ several former employers or ?ndividua]s from the busi-

reference. . .
’ Two or thréfppages are usua]]y adequate to present most |
student records The resume shou]d be typed and athact1ve1y
set“up. Students should receive instruction in resume pre-
paration, including assistance in preparing their own.
Job App]ication Forms. The application form is frequently - | Job Application
used by the employer in the process of" se]ect1ng applicants Forms
_ who have the academic and other preparation suited to the \
. job s/he is trying to fill. Students need to understand
that it is'important to complete application forms accurately
: neatly and that their success. in securing the job may
%Tizg%d on the manner in which they complete the application

" form. Some placement offices provide their.students with a
personal "pocket" job application form. The inside section
contajns a listing of basic' data normally requested on appljj

1
-

@
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cation forms. This provides the studert wi th practice in

filling out application forms and assures that they wi}l{have

the'iﬁformatioh (social security number, etc.) necessary to |

complete application forms, since many business and indus- ;

tries requiye that apﬁlication forms be‘comp]eted on the\spo$
The back side contains a check 1ist to assist students t¢
prepare for an intervie@. Thg entire form is small enough
to be carried in a wallet. _ ' | '

J‘% Another alternative is to secure application forms from

; local firms and provide an opportUﬁity for students to

complete sample forms.

e

T0U MAY THINK IT'S FUNNY To WRITE
TTYES" [N THE SPACE THAT.SAYS "SEx
BUT BARTON, BINTON, BAGLE , AND CoCHRAN
ARE NoT AMUSED... .

Letters of Application. ~(cover letters) A cover letter Neetteps or 0
should be used when a resume is mailed to a prospective - AppZz‘qtaanﬂb'

employer. The purpose is to interest the employer in hiring
the applicant and the first step is 'to get the employer to

~

-
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,réaa the enclased resume. The letter -may be.thought of as a g
sal letter, in which applicants capitalize on their aca-
demic and other preparat1on by tailoring the 1nformat1on they | - . ﬂ
v give to. fit the job they are seek1ng. It should demonstrate ' m”gi,;;.
to the emp]oyer that the applicant has the abilities and Qwo%;'.;l
N skills requ1red by their firm. o :r.' N
1. The letter should be addressed to a spec1f1c person,
1 , by name and title (spe]]ed correct]y) This person
;shou1d have the: author1ty to take action on the .
application. i : ' '
2. The first part of the Jetter js critical. It must
‘attract the reader S attent1ont One way is to
' . - estab11sh a po1nt\of contact w1€h the emp]oyer ’
_““fVQ{ﬁgfl O in the fifst sentence : . S
iﬁ;@&;&¢i : -, 3. The lettér should be structured 1n$terms of}the
v fﬁig,#*fnT" contr1but1on the applicant can make to the emp]oyer
] ;3h51¢a§?}‘ 4. S1mp1e« “direct” Tanguage and correct grammar shou]d
o im';sg’;f" : be used in the - Tettaﬁ4 S v 2
. 5. .The 1etter shou]d be kept short Inﬁéﬁnation con-
o } - B ;ta1ne¢~1n the resume sheuld Mot be repeated, but
s gérff - jlthe letter should be sure td refer to the resumé
| Ty s 6. A definite request, for an 1nterv1ew even to the
RS . &, /.Jv" point’ of. suggest1ng a spec1f1c date, shou]d c]ose
Lo e the 1ette; “ie coe T .
e PR 7. :The letter and resume shou4d be. attract1ve1y set up,
A . .'¥32, u' _JneatTy typed and ou;good qua]rty paper. ;. .. vJ
'J _ ; Lettérs of app11cat1on are: somet1mes sent w1thout a-
| ."T’bs , reSUme The fetters shUu]d be constructed foTTOW1ng the -
L:‘yf'g' . : suggest1ons outhné\d abuove but-. éxpanded ‘to dncl ude some of
kj ., the ahformat1on norma]]y conta1ned 1nrthe resume - -
&V - C TeTe H ne. - The te]ephone YNs a va]uabfe commun1oat1on tool . Telephone
b L 9., "in.contac ng empryers _ The obJectrfé?Hs for the stdggnt Teofyniques
MR " to secure an interview w1th the emp]oyera- An effect1ve
PR ‘gﬁ; method td teach students effect1ve te]ephone tethn1ques to to
- O have/them construct a check 11st for exp]a1n1ng the1r quali-
[ : "’J , , CooE T Y S A
ERIC & %@ o, o, 80
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ity to practice these skills.

 3"\‘ficatfons to emp]oyers.» The fo]]owing‘ljst s suggested as
a guide in teathing“student telephone teéhniquesy, It may

also be included on the back side of a pocket "application

n

form. (
po B AL "~ Telephone Check List -

—  Introduce yourself, use pleasant tone of voice,

» not affected. o

Make sure you are talking with person who has author-
ity to hire you. . o ,

»— Establish point of contact and demonstrate interest\

‘ in job'or firm. e .

Explain qualifications, educa ion, and training.
Stress those related to job. \ T 5

Take initiative--suggest you aré available for an
interview. ; R

Thank employer. " Follow up on.any

ion they suggest.

Students who have good communication® skills are more Summnary
]ike]y to seEure?intérviews and emp]oyment han applicants
whose skills are Tacking in this area. * Ihggruction should be
offere@é%h ﬁqw to: preparé resumes, letters of app]iqation, *
job appﬁication forms,‘and how to use the telephone to secure

an intErView. Studénts should be provided with an oppoktun-

61
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. ACTIVITY 4 - SELECTING MATERTALS

There are many materials avqélab1e to assist personé,in writing _
letters-of application, resume preparation, and cohp]etfng job applica-

- tions. ,Selecting appropriate materials can_be difficult, so this activ-

ity is designed to allow you to critique a few commercial products and
compare your analysis with others. The second part of the activity will
be to include the communications skills in your implementation planning
guide. o B o

. Part A »
On the fq]]owing padés are several "mgtérials critique" forms.
They are to be used to‘critiqué'a SIide—tabe presentatidn and at least
two sources of printed materials.  Your coordinator will show the

- slide-tape presentation. Following the presentation, complete your

critique. 'Then,'working in triads, compare your analysis with that of
two others. Discuss any differences. . The coordinator will give each °
triad a set of three sources of other materials. Prepare a critique
on at least two o?“these. Again, compare your analysis with others

whoxcritiqued the same materials.




£ L
" MATERIALS CRITIQUE.FORM for

Fi]ms,'Filmstrips, Tapes

Material relates to the skill or attitude objective of

Available from:

Title , . Type

Cost

*:~Rate.;h§/ﬁdterial on each category as follows:

-

1- Unsatisfactory, 2- Satisfactory,  3- Excellent

Category : - 112 {3 [Remarks:

Information up-to;ddte

Length of Preéenfation (10-25 min) Time:

Quality of Pictures and Sound

e

,free from Bias (sex, race, etc.)

Y

Interest and Motivation

"~ Content well, organized and logical

Overal! Impression

Notes;
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‘ MATERIALS CRITIQUE FORM for _
~ Printed Brochures,fBooks, Workbooks

Material relates to the skill or attitude objective of
Available from: B '

T Title _ t Type
Cost ) Rgusable? ' ’

Rate the material on each category as follows:
- 1- Unsatisfactory, 2- Satisfactory, 3- Excellent

. Category: e . I 12 | 3 |Remarks:

~Information up-to-date \
. ﬁ, | ) .
Time needed to read or complete . | Time:

-

Readabi]ity.— VocaBu]ary level

»

General Attractiveness (appearance)

Free from Bias (sex, race, etc.)

&
Interest and Motivation

Content well organized and logical

Querdll impression

Notes :

-66-




Part B

This is the third component of the Implementation P]annlng Gu1de-
Teaching Strategies. The emphasis this time is on using commerc1d11y
available mater1als to teach students communications skills related to
Job seeking., _

Work again in three sma]] groups with each person completing their-
own gduide, reconvenlng to share ideas and then exchang1ng gu1des to
check for comp]eteness - '

Under the area ”COnmmnications Skil]s“ you will want to list the
skills of : e

writing resumes C

writing letters of application

completing job applications

usﬁﬁg the telephone

List at least one method of teaching each of these and include at
least one, commercially available material® for each You may use more -
than one if you wish.

-67-




PRE-EMPLOYMENT SERVICES-TEACHING STRATEGIES

.

IHPLENENTATION PLANYING GUIDE 3
Area: {qprunications Skills PR o Name:

O ben ¥ e = 1
| -SkiThattitude or o ] elivery Time Schedule* !
. i nowledge odjective - Activity Material Source | method | Personnel | in-class out-of-class
|
i \

\ [ ‘4 I

. ' | |

| |
;g \\ | il
| ]’ ! ﬁ‘
. i
.i g | }
l
E ' _4 |
' | |
|
|
| i |
| .. A [ :
| . .
| S |

" Completeness check requires that at least one commercial |
material source be listed for each of at least three‘communications skills, .

Checked as completed by:

~3

<D




BRI SERVICES-TEACHING STRATEGIES
LIRLERENTATION PU\N?I I GUIE

Name:

o

A Skl attitude or f e 1 Delivery Tine Schedule* ¥
*I\knowledge objective i Activity Haterial Source' , U method | Persopnel | n-class out-0f-class
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THE JOB INTERVIEW o a
| The development of student job- z?;ervﬁew shj]{s$?:k\§’- Preparing.Fer
‘pranb]y t;S most critical element i the pre-employment: an Interview
program. e persama] 1nterv1ew-prov1des the student with an
opportunity to present skills and ab1]1t1es in-a pos1t1ve o ~
ifmanner to a prospect1ve emp]oyer and it provides the emp]oyer ; ° .
with an opportun1ty to assess the student's suitabi 1ty for, ~ ENAY

E emp]oyment It is the activity wh1q5 inost determinds whether ‘ ' v
or ‘not the student is offered the job. - /I _ : ,
It is 1mnbrtant that students be well prepared, as many ‘
1nterv1ews fail because of 1nadequate preparation. :As 2 part e
of the1r preparat1on students should be 1nstructed to ) |

&
their resume prior to the 1nterv1ew, so that person data
“can be read1]y recalled and. ‘to’ secure as much, inf rmat1on L?
‘ about ‘the ‘prospective employer as poss1b]e Most emp]oyers ' r
“are favorab]y impressed if the app]1cant is know]edgeab]e o
about tQF1r firm, what the company makes or se]]s, and where ' .
1ts plants or‘?ff1ces are located. ,."J ) ' ‘ t
S B2
/( FERRY- MoRs Co.
‘ SFFIcgs - - .
~ L . . ‘
BEFORE WE DiScuss Yl
WHETHER YOU CAN
éer J0B Here!
aro QRASS ;. ,
PERHA?U& WE SHoUL) A
A& DEFINE QoR _TEQMS_ - '
¥
|
v
a* . :
Knowing, the qua11f1cat1ons of personne] can often be of ‘
value dur1ng thefﬂnterv1ew-—fhe—snurtes—out1*ned in the ) J
Frevious section on job search_techn1ques can be used to '\\3 ”
. " . r-{\N . . . o ‘!
: o -73- i | I
t
!
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Ex ”
- I

. obtain this information. Students should create a favorable
first impressioh with an employer, as an unfévoréb]e one will
probably be the last. They should dress apg,qpr1ate]y and -} _f
arrive at least ten minutes before éhe interview is.scheduled. ’

Emp]oyers vary a great,dea] in the way they condict Teaching Job
interviews and students need to be prepared .to respondgto@a Interview Sk?l%s

. var1ety of situations dur1ng the interview. Students: gﬁ

“receive instruction about how to prepare for an' conduct
themselves dur1ng the interview. The coordinator should
stress the importance of students developing good interview
skills. The instructional program should provide an opportun-

. ity for students to practice the development of these skills.

Commonly used techniques include:

« 1. A personnel director for a business firm'may be

| invited to a groupemeeting and asked to carry out a
simulated interview. The group can then ask ques-
tions of the interviewer and gain some insight into

A why certain questions are aéked and how the responseq

are eva&uated. '

2. The members of_the'group may role-play job inter-
viewing. They can fake turns playing the barts.of
employer and pbtentia].employee "They can role play|] -
how not, as well as how to, behave in an interview. -
This activity needs to be carefully structured as
students usually lack experience and understanding

~ of exactly how an interview is. conducted.

3. If equipﬁent is available, both of these techniques:
may be’ televised and played back, with an. opportun-
ity for d1scuss1on by the group. It may be espe-
cially valuable to use this technique ut11}z1ng

lTocal employers, as it is~often difficult to secure

- these people. o
The fo]]ow1ng 1nterv1ew check/1ist may be incorporated
in the pocket job app11cat1on fo¥m and a]saggsed ‘as a guide ’ ’

to critique student performance in role- p]ay1ng s1tua€40ns e »

(

~
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INTERVIEW CHECK LIST Interview Chec

- . — List :

1. Pfepare for the intervjew by reviewing_your quali- ///

2. Dress appropriately, be neat and clean,
shoes shined, nails trimmed, etc.

- . 3. Arrive at least ten minutes before the interview
is scheduled. s .

4, Intfoduce yourself in a quiet, pleasant way.

5. During the interview, let the interviewer or
employer take the lead in ta]king:

6. Answer questions in 3 pleasant byt brief and
business]ike way.

8. Feel sure that yod/ﬁre'neally nterested in . the
type of work you are_agg]ying’for. :

b4
>

9. Express your apprecfafﬁonpaiﬁxhe ciose of the .

— - > PP

C Iinterview. N T ‘

~ 3L i ’ .

— 10. Follow up after the Thterview. R S ’
- . 1 v,"-r,' : . -‘ e \ o 'i‘,'
. ST ' /i
. ‘du" - "\"‘;(,‘; -; rt’,“’ o .
. ) . < 5 , . ,:
- In summary, the interview s %he activity whieh most = {Swmmary /

determines whether or not thg student i@‘ﬁ?fered the_ij;“ {
The use of resource péople from'buSiness»and'indﬁstry and, o
ro]e-p]aying activities are good methods g?'peéching jab
interview skills.
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rv1ewing, _Ihe slide- tape ypu are about to see takes a

Lk udao V1sq%9 mater1§k5 are an effect1ve way to present the techni-
ques of 1ntg

: humorous abp?oach by 1P1qstrat1ﬁg how not to interview. This type of

act1V1ty ‘could be. 1ntroduced several ways: by telling students what to
watch for; or by Show1ng %the f11ms, then discussing the negat1ve po1nts
made. Or it could be used this way:

Interviewers often use a checklist or interview evaluation form to
report their reaction to an applicant. Students should be familiar
with such checklists, as this can assist them in understanding what
an interviewer is looking for. étudents can-use a similar checklist
when role-playing or observing practice interviews.

Another approach uses a similar technique but the'check1ist is designed .
to critique or evaluate the qua11ty of the i¥kerview, rather than to
evaluate the applicant's su1tab111ty for a part1cu1ar job. Both types

of ‘forms may be found on the fo110w1ng pages.
The second one, interview cr1t1que form, is_to be used to evaTuate

the slide-tape presentation. Review the contents, then as you watch the -

slide-tape, use the check]ﬁst to eva]uate the interviewy

o
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Aruitoxt provided by Eic:
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Name

Position sought

Level attained
Grades achieved
Outside activities-

DLW e

Subject taken

Mast responsibi]itie;.\
Skills

Past accomplishments
Career progress
HMotivation '\

O e W

F2=tinence of past jobs

1. Future émbitions
2. Reasons for applying

3. Promotion potential

1. Diction
2. Verbal faéi]ity

37 Tone of voice
4. Attitude
. Grooming

(1) Réf?c;} Ké)

(4) Reconmend
Remarks:

-

- None
" Mot job related

No clear reason

. Sharp, unpleasant

EMPLOYMENT INTERVIEWING FORM

Date of Interview
Conducted by

Educatioral Hackground -

High school

Passing marks

Ph.D )

Honors

-Many, varied

Highly suitable

Job

-

Fxperience
None
Unskilled
None

5
&

None

Little

Unrelated .
Suitability for Avatilable

tUncertain,
confused

None

Individua! aracteristics

Grarmar bad e

Difficulty expres-
sing self .

Timid, nervous

Badly dressed,
sloppy o
Social Rilationships

Unstable
None-

None

None

Lg °
Final Disposition

Hire on trial (3) Hire with caution if no better candidate

(5) Recommend highly

e
Position )

Heavy, varied
Competent professional
Top-flight manager
Steadily upward-
Ambitious

Highly related

Realistic, objective

Qualified by past
experience pnd desire

Highly promotable

well spoken, éblfivaggd
Pl
Exce]ﬁént
Well modu]ated,p]easant/
Confident, at case
Well groomed, in
good _taste

—_— .

Stable Q%b

Qutgoing, sociable
Civic leader
Several active hobbies

appears




INTERVIEW CRITIQUE

Interview

Cozpany
Rate the applicant on the following categories: -
" 1 - unsatisfactory, 2 - satisfactory

—$—

]

Category : 1]2] Remarks

Preparation for the interview —

1. Punctual
. ‘Knows who s/he ‘is expected to see

2
3. Comes to interview alone. _
4

. Knows something about the company
other than the name o

5. Has pendi] or pen and informatio
rneeded to fill out an application ‘fo
/ . form --

General appearance and jmpression

1. Appropriately dressed

2. Handshake/eye contact
3. Free from nervous mannerisms

4. Courteous
5. Moderate speaking voice

General Presentation
1. Understands job requirements

2. Asks appropriate questions
3.%Brings out his/her strong points
" 4. Expresses self well

B | 5. Seems motivated and interested
————in_job

6. Able tB\aEEWET\quegtjons -

Overall rating for this interview
Would you hire him/her?

‘Notes: . 75




to a group of students, (2) what‘informationwypu'would need to giye each
person p]aying.a.rolé (you might want to sinclyde avrecéptibnist, for
éxample),’ and (3) what kind of feedback or follow-up activity yoy would
' want from the observing Students. The interviey guides for Students
may be a resource yoy will want to use. Your coordinator will tely you
- how much time yoy have for this Phase. A sample ro]e-p]ay is given. You
can modif} this format if you wish,

'ro]e~p1ay activity to one of the other éroups. The presenter may des{g~
nate who is to play what roles, or ask for volunteers Then they are to.
rp]efplay the activjty for theijr own group. Limit the ro]e-p]ay inter-

discuss the activjty. Were directions
What seémed to be especially
ed to give Students practice

&
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ROLE PLAY - JOB INTERVIEW
9 Draftsman

The Employer: ) .

Vinyleer Products. This-company is one of fhe leading manufacturers
of a special vinyl finish which is laminated to such wood products as
exterior and interior doors, furniture, and counter tops. They also
make decorative panels which'éée sold nationally. The combany was
formed eight years ago and has acquired three new plants in small Missouri
\towns within fhe last two years. Sales are largely dependent upon the
vagar1es of the.construction 1ndustry )

* Note: The company is emp10y1ng persons to work in the1r new p]ant
which is located in Red Eye, Missouri, and which is schedu]ed to
open in one month. The personnel director and top management are
hired and on the job. A1l other employees are in. the process of
be1ng hired or transferred in from other plant locations. £

\

A

Draftsman II

~ Responsibilities include preparing fabr1cat1on and/or detail drawings
requ1red for manufacturing purposes. Work with product desidiBrs and

/eng1neers on new product des1gn ‘Must be able to funéfion ' minimal
supervision. ' A
The applicant should have two years' tra1n1ng in dqéft1ng preferab]y

architectural. Experience preferred, but not required. Starting salary
$800 per month. - , =

oy

e
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The Applicant:

Name:

Objective:

Education:

Emp]oyment:

Salary:

Pat Stevens

WP051t1on -in draft1ng w1th opportun1ty to move into

design draft1ng .

Podunk High School, Podunk, Missouri, 1971-74;

Podunk Community College, Podunk, Missouri, 1974-present.
Wil comp]ete Associate of Science degree in Drafting

in one month. Grade average B, with mostly A's in draftlng
and art,

1971-74. Sales clerk, after school and during summers,
at the New World Lumber Yard. :

1974-present. Part-time employment s f twenty hours per-
week with High and Low, an architectural firm which
specializes in residential work. Duties include operating
blueprint machine, running errands, assisting with per-
Waetive drawings and model construction.

Open -

78
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Part C

This is the fourth and final component of the Implementation

PTanning Guide>Teaching Stfategies. Working in small groups, and with
each person complecing their own guide, develop a plan for teaching
students interview skills. Include a role- play activity and at least
two other technlqyes for teaching interview skills. You may list more
if yej/;}sh Following this, exchange guides and check for comp]eteness

Vd

&
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Vo ‘ | PRE-ENPLOYHENT SER\(I'_CE.S.;T.EACH.ING»%TRATEGIES
| | * INPLERENTATION -PLARNING GUIDE | -
dhrea: dob Intervien Skills - S e
" T J .. . ]
Skilly attitude or \ ‘ | Celivery | Tire Schedule* =
knowledge objective | Activity .| Material Source method Personnel | in-Class out-0f=class|
i °" |
[
4 |
] !
\ f |
1 !
E ‘( ! 7
| | !L ;
i i R
o8 i """"
e : '
o T B
l
i |
. |
- ;
~ CompTeteness check requires Tisting job interview skills which | ‘ "
includes a role-play activity ang at least two other teaching strategies. '
Checked as complete by: o
- - - .

Full Tt Provided by ERIC.
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KR ST © ..SUMMARY
. t o . ’ /J 4 o .\\ B , oy,
“In th1s module you have completéd act1v1t1es wh1ch pro¥ide you
with the beginning framework for building a pre-employﬁ“ht program. ‘%
[} L -

The Imp]ementat1on Planning Guides which you have developed for

Work H&btts and Attitudes, Job Search Skles,;Comrunzcattons SkzZLs,
. and Jbb Ihtervtew Skills could be mod1f1bd‘and/or'adapted to’ your owh
}13 ’ local sett1ng Some of the literature ayail bTe about p]acement programs
: - has suggestions for other areas which coul @égnd probab]y shdb]d) be
yl{j. T 1nclqded.1n pre_emp]oymept programs. 7ﬂ$‘ fally, this'module has g1ven
B s :M-e .delivered and, how .such-,

» you some ideas on how such programs
- sk1lls can be taught and you will add to th1s as you develop your. oWn

R}

._programs: of serv1ces e T . & . R
An opt1ona1 section on the following pages may ‘be completed if . i
time permits. It covers Ebaluatzng FTe—EMpZoyment Prggrams. : }gi .
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'3hnf“f o Eva]uat1on of- tne‘effect1veness 6f pre-employment
) serv1ces to students is a significant aspect of the program.,

ocedures for evaluating the prdar should be determined
. dur1ng the planning stagé ' should be based on established
. _53'1 prggrah ‘objectives. It in‘.ji1sab]e to 1nvo1ve the adV1sory

\(comml ee, employers, school adm1n1£trators, teachers, and

*‘nt1a1 users of the service in-the establishment of the
;;, m goals_ and development of the evaluation plam,
JfThe basic quéstions to-be answered ‘by evaluation are:
. What effect did the program have upon students?

2. How can. the program be changed_to more effectively
serve students? ' :

S0 The procedures should provide for an eva]uat1on of:

e 1ﬂ‘i - "1.  Student understanding of work habits and attiéudes
' S expected by emp]oyer

5 2.. Student ab111ty to conduct a job search

if}ﬁ ‘E{;[ . . 3. The adequacy of student resumes, and ]etters/cf
R - appl1cat1on

"',ab1]1ty to complete app11cat1on forms

-

E ’ 5.. Student ability to efféctively part1c1pate in job
& . interviews 4 .
2 6. Student abillity to effective]y use‘the te]ephone

The American Insbqtutes for Research has deve]oped
instructional modules in. (a) Assess1ng Desired Outcomes,
(b) Assessing Current Status, (c Estab11sh1ng Program Goas,
and (d) Condu$t1ng Product Eva]uat1ons A1l of the modu]es
should be of value to the p]acement coord1nafor in estab11sb-
ing program goa]s -and the eva]uat1on p]an )
‘ R o .

¥
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EVALUATION ACTIVITY

Eva]uat1on of preﬁamp1oyment instruction should be carefu]]y p]anned
as an integral part of‘the serv1ce It is important. to determine how
7 student outcomes are,;o be evaluated. As a group, discuss how,th1sujan’
be accomplisRed, deVe]oping a list of direct and/or indirect measures
for each componenvncovered in the module and methods of collecting such i
measures. Use thg:form orf the next page to record yéur 1nformat1on .

o, -
1

A second phase of eva]uat1on would be to assess students opin1onse
;l:“ of the instructional techn1ques and materials used .in pre-employment -
instruction. #-A sample eva]uat1on form is given on the following page,
- which might-be modified for ﬂte if pre-employment services are de11vered
’ v in an_emp]oyment seminar or c]ass ‘What would you want to add or s
‘@;;. delete? Hoqlapuld you eva]uate the pre-employment services if other ’

de]iVery‘ma ds are'ised?’ ’
¢ ‘ .

-88-
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PRE EMPLOYMENT PROGRAM
EVALUATION ACTIVITIES

T

AN

»

* Component Evaluation Measure ' ~Method "of Cellecting
¢ Example: ' "4 e A R
CommunIEations‘Skills" - L . 3
< A. Resume preparation ‘Students prepare oyn , To be handed 1n,
- : resume --use cheécklhst - in c]ass.
. - to evaluate - see' "The v S
, © . dJob Game“ I N
‘ 2 »
B. ' s ‘
N o 4 . ¢ -
. :"':f‘ . - .
\’ \ X
{
T L ‘
AR TR

ERIC  ~

Aruitoxt provided by Eic:




e"‘,

_— STUDENT EVALUATION OF . INSTRUCTION: " Form A
’ ' (To be completed by"students) ¢ o

£LAss Pl - INSTRUCTOR _

'¢; Direct1ons "Please comp]ete this form by wr1t1ng in the c]ass you are enrolled in
. and the name of the instructor, ‘ahd check1ng the appropr1ate response

C e ,ﬁ,‘-“ for gach item, A]] responses wn]] rema1n anOnymous
o .77 N = Not app1}c¢b]eJ J;_!, = Agree -
. .~ SD = Strongly disagree ='Strongly agree
N D = Disagree .
L : - R -
. NV sD- BT A . SA
1. The 1nstructor 1s we]] prepared for "the . A
© class. : ot

2. The instruetor shows interest and
enthusigsm in teaching the subject.

3. The instructor seems to know his
ssubject well. < :

4. Ther€ is consjgirab e agr ‘
. tween the anncunced objectives of the
" course and what;gls‘actua]]y taqght.ﬁ

5. The examinations given in the course ’ ' . ‘ 4
correspond closely to the material : "
taught in the course;i

6.. The instructor is reasonable and T . o
obJect1ve his grad1ng procedures - o
s T For my preparat]on and ability, the F v
‘ . level of difficulty of this course - g, &
about ‘right. D =
» P L - ‘ R s;‘
8 'The'ins;égitor stimulates my curiosity o :
* . about th® subject matter of the course . N S g
~ -and makes me want to learn more about . ' AR “ o
- the subject. = » : “ S L, E
o-0.9. The course is well organized. a S & -
SR S v ) . . ) ifgx'
F?"" O.J,Ihe 1nstructor s. methods mot1vate my : ;’N'” AR T
‘Je’j ., interest in the course.® : ' - -
; v “ ~ e
) }]“%wihe 1nstructor is receptive to new . ‘ , :

'1deas and athers v1ewpo1nts

i{ 2. In this c]ass, I fee] free to ask.
questTons or express my opinions.

’ Whe variety of 1nstru¢!noné] methods T b . | o
I " .and‘'materials utiltized by the intructor ' B - SUEE o
o is appropriate for this class. . T b

14, The instructor is friendly toward and - ,
o _disp]ays a genuine intereSt in students. . o 4
‘?~]5.‘.The instructor meets a]] schedu]ed ’ S(j ,

c]asses on tlme . . ) . .
N Sy ' -99- -
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, g ‘ 2 7 -————T—~—+--~—~—~f-——-—
) 1. Write a Paragraph which states the ratlonale for offering pre- '
employment services to students,

Inc]ude five factors out]1ned
in the text which were cited as ey

idence of the need for pre-
employment serv1ces.,
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Wt[ﬁég' 3. Three methods of -delivering n}e emp]qyment-services'were analyzed

" - " -+ jn Activity 2. The fu110w1ng statements refer to that ana]ys1s
Respond to the statements by indicating which methods of de11very
best fit “each jtem.* You may refer back to.the analysis if you

& need to |
. T Y . W,Lt'
Key: IC Integrating into existing courses 2
’ - SC Separate course
Iy G Integrating into guidance services
a. Actively invo]ves'the teachek in the placement process.
_g;. T b. . Students may fail to take advantage of the service. v
- C. Pre- emp]oyment instruction may be poorly presented due to 1ack
. of interest. _
: _d. Most 1ike1j to reach the largest number of students.
N e. Requires allocation of considerable resources, both time
™ . and mopey. .
- ‘ f. When priorities are, ass1gned pre- -employment services .may be
T * neglected. . . : N e
X .. . . g. May best meet the‘\nd1v1dua] student's need. 1Y P
E " h. Requ1res cons1derab]e coordination time by the p]acement
N g coordlnator“to 1nsure that all pre- emp1oyment obJect1ves
.. .are met. ) A
L : q. Schedu11ng may be a maJor probiem
LY . j. Easiest method to eva]uate so that pre- emp]oyment serv1ces
zﬁifi'iﬁ.e. I sta" be improved. s o = B o
: Wt P TN “r - '
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Aruitoxt provided by Eic:

..

DO’S AND DON'T FOR JOB SéEKERS

DO stress your qualifications for the
job

DO recount experience you have had
which would fit you for the job

DO indicate,
_srabiliyy,

where possible,
attendarice record

your
and
Ed03 :

LO talk and think, so far as possible,
about the future rather.than rheApasl

DO try to learn ahead of time abour
the ‘company and its products

DO assume an air of confidence

DO ‘aﬁﬁ;PQ'.ach the employer with re-
spectful dignity

.DO try to be optimistic id Jour atti- ..

Pt fude A

s

- /

DG” maintajin your rponse atd self con-
9 wfro' ) . -

DO> try to over.éome nervousness or .
shortness' of breath (it helps to takes

a deep hreath) ( )
DO ‘hold yourself erect ~ ' K3
bo apply for a specific job or |obs

DO answer.’ quesnons .honestly - and
with srralghr forwardness

AR
'1

DO stress: the conrrlburlom you can
make to the enterprise "

DO have available a‘lisr of former

employers, time and penod of ser-..

vice
: v
DO have a llst of referemces e

DO ler dS many people ™ s possrble
know you‘are “job hunting”;, )

b,x\

DO make plehry of applucatlons

Repr:nted From g%

ement

v for Loecal" E‘duca‘tzbh “Agencies -

AW Unibersity; Praifie View,.
funded by the Occupat1ona1 Re
Occupational Educgt1on and Te
Aust1n, Texas.9 : .

“

T A S e L e

good safety experience -

S

DON'T keep stressing your need for
a job :

s .
DON'T discuss past experiences whith

hive no application 1o the job ‘ ( ;

DON'T display overconfidence ‘
DON'T ¢ringe or beg for consideration (

DON'T speak with muffled voice zdr

indistinctly i
~

DON'T .bel_ one of those who can -do
anylhing , —

DON'T hedge in answermg quesr(ons

DON'T' ask your questions about
» hours, pay elc. early in the" inter-
VIe“V . )
DON T hesrrare to fill out application,
give references, take physical ex-

amifiation or fests on request -

DON'T hang around prolonging inter-
. view wh®n it should be over

DON'T argive late and breathless for
»”»

or person.

interview
"DON'T be a “know it all”
: w"mcan t take msrrucnons

'DONT keep yourself “from contacts
" who might help you ﬁnd e job

DONT feelethat the world owes you
& a9 hvmg .
aDON T make clalq;s; (F' 'y‘od cannof

DON'T depend upon rhe ”telephone
for your job .

DON T dlsplay a feehng of inferiority
DONT be untidy in appearance.

Seruwe

@dhy~prepared

"deliver on the ,ob S e -

chno]ogy, Texas ﬁﬂucat1on Agency,-

-
~i

-97._
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R ‘&?ugg?.n; Job PZacemerzt Modzl
y 'Prairie View
; ”1asx”fhrough a Consortium C project
Se&éh Coordinating Unit, Department of
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Aruitoxt provided by Eic:

(INSIDE PAGE) ’

Name:
Address: Phone Number: : o

. Name & Address How long Yeur dourse or
F.ducrltiqn.: of School_ J Attended Graduatea Degree
HIGHEST GRADE 1y
COMPLETED
OTHER TF.AIN-M% '
ING, ETC. ] O -
TOOLS, FQL .P- “‘.ésj;'
MENT, MACHINES
OPERATED

WORK EXPERIENCE (EMPLOYMENT RECORD)
EMPLOYER'S NAME AND ADDRESS |} POSITION | SUPERVISOR FROM| TO | SALARY REASON LEFT
i ) 4 \” .
] * * v
o ]
- — ]
- .
’ : . ’
REFERENCES (no relatives) ADDRESS OCCUPATION ' PHONE NUMBER
+

PREVIOUS ADDRESSES:

)

Number Street

city #. zip Code

Telephone No.

OTHER TNFORMATION:
Social ‘Secursty No.

St’.ate Fair Comnmurity College
acement Service

826 7100 ext. L8

/—" ——

d

OReview,

qualificasi
O Be preparei %~ answer
questicrs

in

OBring any

APPE(\RANCE

yoir mind, your
~hs for job.

broad
atout yourself.

miiitary discharge papers.

Ofreshly s--uitted.
OWell grecomes.
U'Suifably dressed.
OMnke up in good taste.

APPLICATION™ = (OUTSIDE)
¢ o N .
) FOR a
EMPLOYMENT ‘IN.TER‘VIEN.‘
POSITION DESIREDP—N
&,
Na.mt, Address, Dates ans aéher “L‘fact.s /
NAME : PEoNE: j
AbDRESS:
C ity stale zip code
4~ JOB - INTERVIEW ~CHECKLIST #~
PREPARATION INTERVIEW
Cl Dearn soves:ri .2 akout company. 0O Be prompt. r_é.rly, not late. ..
O Heyve . spnc{ "lx Jobs in mind. 0 Answer questions directly and e
‘OFilllin Pozves Fasume. *@ truthfulily.

OBé well nannered,

OUse proper grammar and good
dicticen.

OBe enthusiastic and cooperative

O%Don't be afraid to ask quest’.ions.

-TEST

98-

0O Listen to, mstruct’.ions.

O Read each question care:‘ully

OWrite legidiy’

ODon’t dvell too long on one question.

Fo]d

T

0.




FIVESTER PLAN FOR LANDING THE
i, BIONY JOB.

1 IALYZE YOURSELF, Wi  oor o your
axpatlencen. Compura your assety and
Habilitiss. Draw honest conclusions.

3 DETERMINE WHAT SERVICE YOU HAYE 10

‘
b

¥ dA, Sl

OFFER. Whal can you do besi? What do you
want [0 do moat?

1. MAKE A LIST OF PROSPECTIVE EMPLOY-

+ ERS. Ressarch them, Detarmine how baat 1o

1each ham,

4 PREPARE YOUR MATERIAL, A reaume of whal
¥ou can bast d0. Koep (1 brlef, Prapars a magtec
application,

5. AIM FOR THE SPECIFIC JOB. Never sk o
plospective amploysr “Hava you any Jabs
open?"

uum},ésstacnunuoa

1A Plck 2 job at 18 compatible with your
aihuces, g3, 300 knowisde,
. Don't waste time g poor prospacta «
m:l_[sllcally‘cunm your Qualifications 1o (ha
» v 108 rogquiruments,
3/ick ajjob that wil oy your neads hath
’ psy:gbloqlully and econcmically, -
1 1J00 thal 13 as closs to your home g
pofalble or prapere 1o move 1o the lob,

Unit A lCOnkd.l

3A.Choose # Job with compatible working
condltions.

8A. Gl !l the Informalion that you can belore
salecting o |ob - not alter - 40 yoU ¢an avold
balng dlsappolnied,

’UNITB-HNDINO EMPLOYMENT OPENINGS *

8. Chock wIth your high achool counstior and
your high achoal “fob placement senvica,
(olephons (H16) 807100, ext, 45, -

2, Fr' amployman) opanings In your arma of
Mitsourl chack with the Misgour State
Employment Job Servica In Sedalla 8268184,
In Marshall B36-7401, In Clinlon BOS-2061, .

38, For Fadaral Governmant smployment contact
US. Clel Sarvice Commlasion, 129 Fadrl
Bullding, 01 East 121h Stroet, Kansay Clly,
MO 84108, Talapiiane 1-000-892.1850,

4B. For amployment opaortunilles with e Siate

of Missourl contact the Mirsoud Parsarn
Divlaldn, 117 East Dunklin, Jotterton Clty, Mo
85101 '

58. Chack nowspager claegliled ads [latln
openings. !
+ 8. Locate amployws ln your tommunlty by ualng
tho yellow pages In your (alaghone dirac) )
78, Check with local (aber unlons for openings In
the partieutar eralt ¢ trada, '

A

"Unit B (Contd)

I

\ ¢
88, Enlis| the aid of your Inandy and rellgcs fn
Informing you of job oponings,
8. Private foe-charging amploymoni agencles are
*dvallable 1o halp you Jocate 3 job.
108. Apply al tha personnal and smployment ollices
ol“both large and small buginosses.
1B Use church, communlty aarvice organizations,
and Chamber of Commarce omploymant
[n'ormation 1o asslst You In finding
smploymant, .

UNITC + FILLING OUT AN ARPLICATION

I1().‘3Brlng 4 pen, and Ink eraser, and your soclal
i securlty card with you,
. Road the onliny application blank befora you
start fo 1 1t out. Ask questions | you dan't
” undarstand.
. Bacomplote- ndicato a response [n.alf boxes
~ -, on the application blank,
4C. Kave all “nocessary datss and Information
wiltten down (1aaume of masier application
llabls 40 1t you can e accumte,

l

your parsonal quallicatlony =
fa,-but don't ba too modast,

ncds and get thelr parmiasion
ng-thelr names on an application,

for you aller you have lofl,

Pl

(catlon Iy th only thing that spoaks”

UNIT D - PREPARING 10 TAKE AN
EMPLOYMENY TEST

1D. Ensure tha you ate In geod heallh and (uin
betord you take g ey, ‘

2. Chock tho axact fime and locatlon of the tes!
Ask 1f you neod to bring any malaclsls with

you.
0. Artiva litle bators the ppointed (Ime, Viali g
i [031100m and ba mlaxed and ready lo work,

40, Bfing.a pan, two aharp pencils, and an aruser ,

wilh you,

- 30 Lisan carsfully 1o Inslrogiions, you have

quoations ask tham beforw the leat begins,

" 80, Waleh your fime tlosaly,
+ 10, Work qulely but wold wiid Quosaing,

80. Don'l spend 100 much time on vy oM
quaslion. Sklp ovor difficull quedllony and
. rolgn If time parmily, .

9% m complolaly ony anawws you change,
o0

finlsh botors the appolnted time do ol
fo back and change answers uniusa yOU know
They are Incorrect,

10,1 you'uso glasees o a haaring aid be aure (hal

you have them wih you lor the lealing seanlon, !

UNIT E- PREPARIN FOR THE INTERVIEW

1E- Amango an Iterviow with a partculs peon, |

bul don't be upsal If Inlerviswed by anciher
parsen, ’

This pocket quide is printed on card

stock, on Soth sides, and folds

|

W By 3 b fit into a billfold. - ﬂ\
e MG b hddondl & KNOWLEDGE'

Z Chack the tequirements prior 19 ang record tha
Pxacl imesnd placa of 1ha intarview, Schadule
W Own intervlgw,
% Chetk your vansportation 1o ihe Interview.

4E Laorn us much ay ¥Ou can about the company
™ the intarview,

BF. Ba brie! and bys)
g dhand,
#*

Have your paronat
reddy ‘

10F MK Quealon It you hav concaing e
o

prepared 10 toil the ﬂmplow reasons why * 11, At the concluglon of the Intorvew thank tho

u fos| lmgwu ¢an do thjob.
- 88 prepared

LonCerning, the job, A
TE Prepae a sl of quastions 3o that You can,get
a ALAAIe descriplion ol the job.

E G.’ve your aopearanqegﬁnnal check,

UNITF - INTERVIEWING

3F. Be early rather than laty for an intaeviow.

ZF Give your appearance a last minute cthack
betore appearing for your ntarvisw,

JF_Check wilh tha rocaptioniat o othr
1espansidle parson u{m anlving,

4F_Bo sebted only 11 gind 1o do so, .

5F. Do alorl when callidtor b (Morview. Shake
hands enly If invlted to 6 90, »

0 raiata your quallfication and
fraining 10 clues thal the employar puls oul .

Intarvigwer for hie time,
12F. I not offeod tha job at the Interview Inquire aa

L lowha Isl the nox! stap you should. lollow.

' UNTQ-FOLLOWUP ON JOB APPLICATIONS

1G. Deterrnine Ih specific proceduros 0 follow

aller you have Tlled“an application with an
amployer, ¢

2. The moa| praferiod way to check the statug of .

your job application Iy with o parsonal vislt,

- 3G, Inglcate your coplinuing Inlceent In the

omployw with a shont ety whigh 1y ¢
parmanent record, '

+4G. A phov call I w0 wlectvg way io eheck the

lke. Shck to the aubjoct *

et and paoon

Local Truiningé

"
and

Emplo’ment Opportunities |
o

Occupationg) Wformation

N‘E'EDED T
~ QBTAN,
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noor

He
;

Lioning wath o Py
T

il
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~. WALLET REFERENGE GUIDE

Carser Educkon Proee .
- J StaleFair Community Calsge  »
Sedalia, MO 883

[

iy Jo0 PlacsmantSpucalie
\ 6F. 8o poisad and wlan, rosdy 10 answer gl watua of your application, Job Devilepmont, :fm‘
queshons claly and accusataly, - 3G, n8ure thatyou wa geian) bt nol & pest In . 4 Follow-Up Compon .
TF. Think Ihrugh your answars beloss teplying » (ellowing up on ]6‘ Agplications, K ,
don't ba Yoo, quck, 4G. Propare youraai for'fulure changps, ‘ - ¢
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Wasil, Raymoqd, Pr
Akron, Ohio 44311.
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‘ This staff development booklet jq Part of g seriey of career quidance

{ booklets developed by a four «tyte consortium courdinatoed by the Americay ‘ e
Institutes for Research. Topics for staft development were determined by .fﬁ'“fﬁ

) the results of g Career Guidance Stqffy“evelopment Needs Survey administered 5 '.ﬂﬂ“ﬁ{

in the four states. Each booklet wil) be field tested ang revised. The ‘

total series is g5 follows: ' B

. * LK '
u v
CALIFORNIA
’ Helping Elementary Students Understand Themselve
‘e Helping Elementary Students Plan for the Future
‘Evaluating the cost Effectiveness of Programs fg
- Skills - Mirt Wilson

S - George Hurlburt, gp. b on
~ Diane McCurdy P
r Improving lnterpersona].-m;"h

! : " Career Resource Center - °
ians - Clarence Johnson SR

. . ?
MICHIGAN L T
Using Change Agent Skills to Manage Career Guidanc
Juliet V. Miller ) - '
Using Change Agent Skills to
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o Jduliet V. Miller . ' '
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Lois P. Brooks - R
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&
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D@veIOping~Effective Pub?ic.gelations - Norman C. Gysbers S
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